APPLICATION COMPLETION GUIDELINES

PURPOSE:

This guideline has been prepared to assist for employment with Monroe County. Itis
especialy intended for the use of first-time applicants but could be useful for any
application. It has been designed for applicants responding to examination
announcements. It may also be helpful to applicants responding to job postings issued by
County departments or by the Monroe County Department of Human Resources.

ROLE OF CIVIL SERVICE:

The Civil Service Division of the Monroe County Department of Human Resources
reviews approximately 10,000 applications every year. Each year there are 20 different
examination dates; that’s an average of 500 applications to review for each exam date.
Sometimes, depending on the popularity of the examination, such as a Police Officer or a
Firefighter examination, that figure might jump to over 1,500. And, there is usually only
about two weeks in which to review these applications. Thisis quite a number of
applications and supporting material to review within such a short time frame.

Submitting a well-prepared application speeds up the application review process and

allows Civil Service staff to make all the arrangements that are necessary to test several
hundred candidates.

IMPORTANCE OF THE APPLICATION:

Whether your application is approved or not for a particular examination may depend on
how well it is completed. In completing your application, think of it as an advertisement
of yoursdlf. It isimportant to think about your application in this way because it will be
used to review your qualifications and training against the minimum qualifications for the
examination or for a position that needs to be filled in a County department. Decisions
will be based on the application that you submit. Remember this application represents
youl

Few applicants make really effective use of the application when documenting how they
meet the minimum qualifications or selling themselves. Most applicants could
substantially improve the way they describe themselves and their training and experience,
their knowledge, skills, and abilities, and other assets as prospective employees.
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COMPLETING THE APPLICATION: DO’ SAND DON'TS

Please review the following suggestions before you complete your next application.
Taking the time to submit a complete and accurate application the first time will save you
effort later.

1. Make a photocopy of the application or get and extra copy of the application if
possible.

2. Use apencil to complete the first copy. This alows you to make change as you go.

3. Besureto complete ALL items on the application. (Unanswered questions make it
appear that you are avoiding the question, that you are unable to answer, or that you
are careless)) Do whatever research is necessary to give exactly the information that
is asked for.

4. Provide al the information asked about your education and training, especially that
which relates to the examination or position for which you are applying. Include on-
the-job, informal and self-acquired training, as well as training in formal courses or
programs. Include, where relevant, all registrations, certification and licenses held
(vehicle and professional) and whether they are temporary or permanent. 1f
temporary, remember to record the term.

5. One of the most important sections on the application is the work experience section.
Provide the most complete and specific descriptions of duties that you can in the
gpace provided. If there isinadequate space, continue on a separate sheet of paper.
Work extra hard in writing the descriptions of those jobs that were similar to the one
for which you are applying.

6. The application asks for the month /day/year of employment and hours worked per
week. In most cases, the month /year may be adequate. If there is any doubt whether
you have enough time performing the job duties, record the month/day/and year. In
addition, you must enter the actual or average number of hours worked per week for
each position held.

7. Betruthful on your application. Deliberately misleading or outright falsehoods are

likely to be discovered, and could lead to your disqualification for testing or an
appointment.
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10.

11.

12.

13.

14.

15.

Don't substitute a resume for any part of your application. A resume is not formatted
to address the specific questions on the application form; for example: salary,
supervisor’'s name or hours per week worked. A resume does not expedite
application review. However, you may attach your resume to the completed
application.

Indicate volunteer jobs, organizational participation and other outside activities that
relate, even indirectly, to the job for which you are applying. This type of experience
may be important to the interviewer.

Remember to provide a phone number where you can be reached, or where a message
can be taken for you. If you don’'t have a phone, ask a friend, neighbor or relative if
they will take a message and relay it to you. Many employers prefer to make
interview appointments by phone.

Avoid errors in spelling, grammar and punctuation. |f you’re not sure about the
spelling of aword, or the use of aterm or punctuation mark, check it out in a
dictionary, phone book, or English grammar book, or consult someone.

When the penciled copy can’t be improved any more, then print neatly in ink or type
the final application.

Submit your application with any required fee on or before the closing date for filing
to the location specified.

Y ou may wish to keep your penciled copy, or a photocopy of the application you
submitted. This cop can be a model for future submissions. If you are going to be
interviewed for a job, review your application before the interview to refresh your
memory. You will probably be discussing the things you reported on the application
form.

When you apply for another examination, repeat the process described above.
Review all the applications you have previoudy prepared to see what you said before.
This will save you time.
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SUMMARY:

The Principal tool used in the screening, evaluation and selection of applicantsis the
application. You may disadvantage yourself because of the haste and carelessness with
which you complete the application. Remember, your application says a lot about
yourself!

COMMONLY HELD MISCONCEPTIONS:

1. A Rgection Letter From Civil Service For A Civil Service Examination Is The End
Of The Line!

When you get aletter from Civil Service saying it appear sthat you do not meet the
minimum qualifications for the examination, this means that you may not have
provided enough information on the application to determine that you meet the
gualifications. Read the rejection letter closaly, and then submit a letter providing the
missing or unclear information. Civil Service will then be able to take a second look
at your application and determine if you qualify.

2. Deadlines Don't Matter, Exceptions Can Always Be Made!
Thisis not true! When you apply to take an examination, take note of the closing
date for filing. An application must be postmarked or in the possession of a Civil
Service on the closing date for filing on the exam announcement.

3. How Specific Must | Be On Date Of Employment?
Be as specific as you can, you must state the month and year of your start and end
dates. If you are currently employed, then state that in the space provided for the end
date.

4. AreHours Worked Per Week Really Important?

Y es, you must enter the actual or average number of hours worked per week for each
position held.

Good luck in the examination process!
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